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CHAPTER I
THE PROBLE1v1 il'"D DEFINITION OF TERMS USED
While the use of timed writings in typewriting classes
is nation-wide, Charles Reigel (13:160) has pointed out that
it is one of the most controversial topics among typing
teachers.

He says that some swear by it, some feel that

timed writings serve a useful purpose, and still others think
its usefulness has been outdated by recent emphasis on
production goals.
I.
Statement .Q!

~

THE PROBLEM

Problem

Through a survey of recent literature in the business
education field, the writer will attempt to show current
trends and practices in the use of timed writings as evaluation and instructional devices in high school typewriting
classes.
Importance .Q!

~

Study

It is important that business educators determine the
true value of timed writings and establish their limitations
for use within the classroom.

The writer hopes that this

study will bring forth better understandings of the functional
purpose of timed writings in high school typewriting classes.

2

II.

LIMITATION OF THE PROBLEM

Selected materials were limited to those from 1951 to
1961 available in the Central Washington State College
Library and the professional libraries of the writer and
friends.

III.

DEFINITIONS OF TEfil1S USED

Performance~
This is

11

any test intended to measure actual accom-

plishment rather than potential ability or aptitude, regardless of how the subject is instructed to respond

11

(4:562).

Production Test
This is used in business education to designate a test,
involving integrated skills, to be completed under conditions
approximating those found in the business office; the quality
of the work performed and the time required to complete the
test are considered in the teacher's evaluation of the
completed test (4:562).
Standard~
A standard word is

11

a unit of five strokes on the type-

writer (whether on letter keys or on the space bar) 11 (4:522).
Straight QQll
Straight copy is printed material to be copied exactly

3

as set up in the text.
Terms~ l!l Referring .1Q. Straight-QQll Goals
According to Russon and Wanous (15:36), three terms
are commonly used in referring to straight-copy goals:
.QJim1 (correct words per minute).

This refers to

11

the

typewriting rate per minute when there is a one-word penalty
for each error 11 (4:153).

~.H (gross words per minute).
de f ine

11

GWPM 11

Hardaway and Maier
as ti the total words divided by t he t i me 11

(6:173).
~ (n.!U

words per minute).

This is

11

the typewriting

rate per minute when there is a 10-word penalty for each
error 11 (4:371).
Timed Writing
A 11 timed writing

11

is

11

typewriting of straight copy or

other material for a definite period of time to determine
typewriting speedu (4:610).

CHAPTER II
REVIEW OF THE LITERATURE
Many articles have been written about timed writings.
This writer has tried to select articles by people to whom
teachers look for advice and information.

I.

THE USE OF TIMED WRITINGS AS AN EVALUATION DEVICE

Timed Writings Useful~ Limited
Jester, in discussing the use of timed writings, said,
Too many of our critics • • • think of typewriting
courses as consisting only of endless11 amounts
of copy
11
work with
such
copy
work
equated
to
words
per
minute
11
•••
(8:31).
A bulletin from Prentice-Hall Publishing Company (18:1)
indicated that timed writing is one of the most used and
probably most abused devices in teaching typewriting because
many teachers still use it only as a "speed test."

Russon and

Wanous (15:394) said in their 1960 study that straight-copy
tests appear to be here to stay but are being widely supplemented by production tests.

Clem (1:305) suggested that the

speed test or timed writing is probably the oldest test in
business education, but reflected on its limitations for evaluation in the typewriting class.

Lloyd (10:196) found valid

reasons for using straight-copy writings for testing purposes
in the typewriting classes.

Charles Reigel (13:161) agreed

that the timed writing has good validity and reliability as

5

a test.

He, too, urged the use of other criteria to supple-

ment timed-writing results.

In other words, there seems to

be agreement that timed writings have very definite limitations as an evaluation device unless combined with other
measurements.

The Los Angeles City Schools (2:21) specified

that the timed writing be used as part of the evaluation
process in the system.

Rowe and Peterson said,

11

Within

recent years the use of the five-minute timed writing has
generally become accepted as a major typewriting skillbuilding procedure and measuring device 11 (14:143).
In no instance did this writer find anyone advocating
elimination of the timed writing as an evaluation device.
Trends
The most noticeable trends seemed to be (1) the tendency
to use the timed writing less as an evaluation device than in
the past (See a later section on production tests) and (2)
to use shorter timed writings.

Leaders 1n the field indicate

a shift of emphasis, using the timed writing as only a
partial measurement.

Russon and Wanous, for instance, wrote:

Many teachers have deplored the emphasis on straightcopy tests in the typewriting class, one reason being
that this practice resulted 1n more testing of the students than of teaching them. Also, it has been found that
a student may be able to type straight copy at a good
rate and still be unable to use this skill adequately in
setting up and typing difficult problems • • • (15:390).
Tonne, Popham, and Freeman (20:131) questioned the validity
of timed writing, not in its capacity to test ability, but

6

the degree to which it measures other elements of competency,
namely, the knowledges to be mastered in a typewriting class.
They also say,

11

The typewriting grade should be based on a

composite of the student's total typewriting ability; not
alone his speed at the end of the grading period 11 {20:132).
These authors indicated that all teachers may not be
considering this aspect in their evaluation of students'
progress.
People in the field of testing such as Greene,
Jorgensen, and Gerberich had observations relative to the
value of timed writings:
Testing practices in typewriting seem to be dominated
quite largely by the types of tests set up by typewriter
manufacturers in the contests they have sponsored. Tests
based solely on speed and accuracy over standardized
material, as measured by a combination of credits for
strokes per time unit and weighted deductions for errors,
are therefore in the majority. Such tests seldom require
use of the numbers and symbols keys of the typewriter, but
select material for which mainly the letters are used.
The present trend, not yet much evidenced in standardized
tests, is toward the broadening of tested skills to
include abilities in placing letters on a page, in use
of the tabulation keys, and in typing rough drafts, and
also toward a meaningful method of penalizing for errors
in terms of their importance and correctibility (5:601-2).
Tonne, also recognizing limitations in the traditional
straight-copy timed writings, points out that:
• • • learning standards cannot be made identical
with those for job performance. Definitive studies have
not been made to prove, in a final sense, that the
objective of typing a certain number of words, • • • is
the best measure of school learning • • • (19:164).
However, he goes on to say:

7

• • • Nevertheless, the consensus of experienced and
competent teachers of the clerical skills seems to be
that setting up a definite goal of words a minute in
typing is the most effective means of motivating
learning. Therefore, in the first term of typing, as a
rule, and through much of the second term of typing and
even beyond it, measurement of achievement by words a
minute, gross words a minute, net words a minute, or
words a minute at a given per cent of attainment seem
to be not only desirable but necessary (19:164-5).
Tonne cautioned that it is unwise and harmful to use straightcopy timed writings as the only means of measurement.
Writers did not advocate elimination of the timed
writing in the typewriting class but rather urged a reevaluation of its place and emphasis.

For instance, Russon

and Wanous stated:
• • • Straight-copy tests should not be used exclusively in the typewriting class; but they should be used.
Perhaps if the attitude toward straight-copy writings were
changed and they were considered to be learning devices
rather than testing devices, they would more likely be
assigned their rightful place in the scheme of things
(15:390).
Length .21. Timed Writings
Leaders in the subject seem to be in general agreement
that timed writings should be short in the beginning and
gradually be lengthened as the student becomes more proficient.
Short timed writings for development of speed at all levels
of typewriting are discussed elsewhere in this chapter.
Haraway and ~!aier (6:172), Lloyd (10:195-6), and Rahe (12:11)
were in favor of timed writings of one or less minutes in the
beginning stages of typewriting, increased gradually to a
maximum of ten minutes in advanced typewriting.

The Los

8

Angeles City Schools (2:21) recommended this range in their
curriculum guide, and a Teaching Aid by Prentice-Hall
Publishing Company (18:1) suggested such a range.
Lloyd (10:196) and Leslie and Pepe (9:57-58) recommend
five minutes as the maximum length for evaluation purposes.
They suggest the possible use of ten-minute tests as preparation for employment tests students may take later; however,
these authors discouraged anything longer than five minutes
for class purposes.
Shelor (17:68) reported a study made in 1957 showing
that three-minute timed writings were as effective as fiveminute writings for the development of basic typewriting
skill.

On the other hand, Clem (1:246

&

306) discussed tests

as long as twenty minutes on straight copy for the purpose
of developing endurance.

Russon and Wanous (15:105) suggested

as high as fifteen minutes in advanced classes.
Writers generally agreed that, as stated by Clem
(1:306), no timed writings over five minutes be given during
the first semester.

The purpose for which a timed writing is

given must be considered in determining the length.

In

summary, Russon and Wanous had this to say:
The 10- and 15-minute straight copy tests are being
replaced, in the main, by writings of shorter duration.
Many textbook writers advocate the use of 1-minute
writings until the student has developed sufficient
sustained typing power to type for three minutes. The
3-minute writing is then used for about half the semester;
and the 5-minute writing is introduced toward the end of
the first semester and used thereafter. Ten-minute

9

writings may be used, of course, at the discretion of the
teacher; but it appears that most of the advantages of the
10-minute writings are found in one of 5 minutes. Also,
the shorter test is easier to administer, more encouraging
to the student, and of sufficient length to be reliable.
If the teacher wishes to build up endurance in the student,
it is suggested that longer writings than ten minutes be
used on production copy such as 20- or 30-minute production tests (15:394).
Confusion .91, Terminology
One aspect which must be considered is the lack of
uniform terminology in stating speed-error outcomes.

Reigel

(13:160) indicated that time writings provided a standard
measurement of typing power which varies only slightly from
one administration to another and from one school to another.
However, evidence found by this writer would dispute this
statement.

When discussing

11

fifty words a minute," different

teachers might be discussing entirely different goals.

For

instance, referring to straight-copy timed writings, the
following methods of computing speed and accuracy might be
encountered:

net words per minute (NWPM), correct words per

minute (OWPM), gross words per minute (GWPM), or net performance rate (NPR).
According to Douglas, Blanford, and Anderson (3:176),
there is a trend toward the use of correct or gross words
per minute to grade straight-copy timed writings in beginning
typewriting.

They said that in the vocational typing course

grades were often based on net words a minute in order to
emphasize the importance of accuracy.

They gave an example

10
to support the validity of using gross or correct words in
beginning typewriting:
• • • for instance, suppose a student types 1,000
strokes in five minutes with ten errors. That student
has typed 40 gross words a minute with ten errors, 38
correct words a minute, and 20 net words a minute.
Looking only at the 20 net words a minute, the teacher
might conclude that the student is not typing fast
enough when the problem may be that he is typing far
too fast • • • (3:177).
Russon and Wanous (15:390) reported a trend away from
the ten-word penalty for errors as used to compute NWPM in
scoring straight-copy timed writings.
In practice, the Seattle Public Schools (16:58) and
the Los Angeles City Schools (2:21) recommended to their
teachers the use of gross words a minute with an error limit.

II.

THE USE OF TIMED WRITINGS AS AN INSTRUCTIONAL DEVICE
Timed writing as an instructional device appeared to

be enthusiastically supported by writers, though limitations
were set.

Hardaway and Maier said:

Throughout the first year and especially during the
first semester, the straight copy test is given to
reveal progress in straight-copy speed and accuracy.
The function of these tests is twofold: motivation and
diagnosis (6:171).
We may conclude, then, that timed writing as a testing device
is useful in instruction as well as in evaluation.

Leslie

and Pepe (9:23) also reported that timed practice helps the
learner to see his own progress and that this is essential to
effective skill learning.

They urged that practice should be

11
Clem (1:249) cautioned that timed writing be used with

timed.

a singleness of purpose and clarity of aim in mind and that
this should be based on the needs of the student at the particular time.

Russon and Wanous (15:25) indicate a trend

away from skill-building programs based on fifteen-minute
timed writings toward an emphasis on techniques and shorter
timings.

Leslie and Pepe said, !!The most important single

type of drill is the brief, repetitive, timed writing • • •

(9:31).

n

Russon and Wanous said, "Long writings should be

used to measure speed; the short ones, to develop it"

(15:105).

Clem concurred:

Short timed writings are particularly helpful when
an improvement in speed is the immediate aim. Long
timed tests1 are particularly helpful in developing the
endurance and steady fluency that give sustained skill

(1:246).

Lloyd (10:196) agreed that short timed writings were
better skill-building devices than long writings.
The curriculum guide for the Los Angeles City Schools
advised teachers that

11

Short timed writings, varying from

ten seconds to two minutes, are a good learning and skillbuilding device.

They should be used in each semester of

typewriting 11 (2:21).

Rahe (12:11) also suggested that short

timings be used for building both speed and accuracy.

He

further encouraged an attempt to transfer the newly acquired
1

The author was referring at this point to timed
writings.

12
skill to longer timings (five and ten minutes) as well as to
production problems.

III.

MORE EMPHASIS NOW PLACED ON TIMED PRODUCTION WORK
There is a definite trend to de-emphasize the timed

writing, both for evaluation and for instructional purposes.
The direction appears to be toward a more realistic vocational
approach.

Humphrey, in urging the use of erasure tests for

timed writings, said,

11

0ne of the fundamental principals [ill,]

of skill testing is that a skill should be tested under the
conditions of final use 11 (7:25).

Hardaway and Maier said:

Traditional skill tests are being changed into
objective tests and new kinds of performance tests
designed to measure the objectives of skill courses are
being used more widely than previously. For instance,
timed copy tests in typewriting are being supplemented
with tests of other types of performance, such as
centering, correct placement and writing of letters,
statements, financial reports, and tabulations • • •
( 6 :41).
Russon and Wanous (15:26) also noted a trend toward
production or performance tests of an applied business
nature.

This might be a healthy sign because, as Meyer

(11:523) points out, the timed writing does not test such
skills as the typing of numbers or special symbols on the
keyboard, a common weakness of typists.

Production writings

readily lend themselves to the use of these keys in an
office-style situation.
In practice, the curriculum guide for the Seattle
Public Schools states,

11

Production and usability on all

13

business papers--rather than speed and accuracy measured on
straight-copy writes--should be the ultimate goal for
typing II (16: 59) •
If the traditional timed writing is not valid for
anything but measuring speed and accuracy, teachers of
typewriting should be searching for more valid and comprehensive devices to measure achievement of the broader goals
of typewriting.

If the subject is taught as a vocational

skill, specific vocational goals are essential.

Testing

should be done with these vocational objectives in mind.

As

Tonne points out:
A great deal of the time of the nonspecialized clerk
in business offices is devoted to typing various forms.
The kind of instruction given in the usual typing class
is not especially adapted to training the student to
undertake the typing activities of the general clerk.
For instance, numerous carbon copies are frequently
required, and each copy must be neat and correct. A
great part of office typing is not straight copy work.
Typists should be taught that it is their job to check
straight-copy work. Typists should be taught that it
is their job to check accuracy of English, clarity of
sentences, figures, references, dates and the like • • •
(19:327).

CHAPTER III
SUMMARY AND CONCLUSION
I.

SUMMARY

Validity~ Reliability
Timed writings are valid and reliable tests, but only
for the measurement of skill in accuracy and speed.

Timed-

writing scores are important in the evaluation process but
are not indicative of the student's total achievement in
typewriting.

They should be used as a means to an end, not

an end.
Length
Timed writings should be very short in beginning
typewriting and gradually be lengthened to no more than five
minutes for evaluation.

Three minutes may suffice for first-

semester typewriting; however, ten-minute tests might be
used in advanced classes in preparation for employment tests.
~

.2!, Numbers

~

Symbols

Skill in the use of numbers and symbols generally is
not tested in the traditional use of the timed writing.
Because much of the work in an office involves the use of
these keys, they should be included in the evaluation devices.
Evaluation .2!, Performance Ability
A trend to include objectives other than speed and.

15
accuracy in straight-copy work should make testing in vocational and personal-use typewriting more valid.

Because a

student can type straight copy does not mean he can go out
on a job and type letters, tables, financial or sales reports,
or other business papers.

It does not mean that he can

compose at the typewriter or type such things as research
papers with bibliographies, tables, and footnotes for his
college work.

Grades in typewriting classes have often been

based primarily on words per minute on straight-copy standards
using no numbers or symbols.

It is not realistic to omit

production work from the typewriting class nor from evaluation
of the class.
Building Speed~ Accuracy
Timed writings are invaluable when used in the development of speed and accuracy.

They should be short, vary

according to objectives, and meet individual needs.
Terminology
There are different ways of expressing speed and
accuracy.

When discussing goals of speed and accuracy,

therefore, the teacher should be quite specific as to which
method was used to express skill in this area.

The trend is

toward the use of gross words per minute with an error limit
or correct words per minute.

16
II.

CONCLUSION

The study left no doubt in the writer's mind that the
timed writing is here to stay, both for evaluation and
instructional purposes.

Leading writers are in close agree-

ment concerning the relative value and limitations of timed
writings.

Most teachers in the field probably will adjust

their programs and standards accordingly.
districts are following the lead.

Already school

The literature written

by teachers is predominantly in agreement that timed writings
are useful.

The writer found nothing contradicting what has

been reported here.

Teachers, however, are still not in

complete agreement about the extent to which timed writings
should be used.
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